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DESCRIPTION REQUIREMENTS

Clean, high contrast documents with 
smallest character of 1.0 mm or larger, 
text only, and any documents containing 
handwritten notes/markings 

Maximum 300 dpi bitonal (B&W), TIFF or 
PDF/A
Use CCITT Group 4 compression 
Zero degrees rotation

When imprinting feature on scanner is 
used

Offset of 8.75 inches, text string including 
initials of scan clerk, digital endorser off, 
adjust ink cartridge setting to between B5 
and A4 tab on right side of machine

DESCRIPTION REQUIREMENTS

Half-tone illustrations, photographs, 
documents and items where color is vital 
to accurate representation. –OR–

Low contrast documents or items 

having low legibility in the original

Use native scanner software, max 600 dpi 
greyscale or 24-bit color, select highest 
compression setting that provides sufficient 
quality, save as PDF or TIFF


